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Introduction

Training Overview

Who should attend?

This course is intended for users with Director’s Station logins.

Prerequisite

No class is required; however, it is recommended that
participants review the Director’s Station CD before attending
this class.

Course Goals

After completing this course, participants will be able to:

April 2006

Distinguish between the different components of the
SwiftView

Access the categories within the Popout Menu Bar and
know what is represented in each of them

Understand how to create a report using dimensions and
measures

Understand how to create a chart and an alert

Manage documents and saved applications within the
Director’s Station My Folder
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Popout Menu Bar

Director’s Station Overview

User Access

You can access Director’s Station using a URL with the pattern
http://1Paddress/directorsstation. If your network uses internal
IPs, use the internal IP address to access Director’s Station.

Users and

Passwords

Your user name and password will be provided to you by the
system administrator.

You will either be prompted by the system to change your
password after a set time interval or you can change your
password at any time using My Profile, which is discussed on
page 29. The system administrator will determine whether or not
the system prompts users to change passwords.

Dashboard and Popout Menu

E»

= - B lue
SUnicorn F Tt
SwiftLinks SwiftCharts Chi ek
[SwiftRnaives Reefreshed Wednesday, May 02, 2007
200,000.00
[Bf All Acquisitions Measures
é : 800005 e
Al Activity Measures Ll
1 P
/ 21 8l Autherity Measures T | L
[B Al Bil Measures 140,000.004 lL—a—x e
[5 All Booking Measures 120,000,004 I %::;EVY
[ &l Catalog Measures 100,000.004 == mz.::gav
B Al Checkin Measires 50,000,004 “—1 | Hl e
[B Al checkaut Meastres (Current) e I I I
[ All Checkout Measures (Historical) — 8 I
2 40,000.004
[ All Hold Measures 1 | I
- 20,000,004
(B all OPAC Measures
[Bf 4l Request Measures = o S
= [3 all Reservs Maasures
5
<
‘; Swiftalerts SwiftHelp
“ o - =
= MAIN - Total Titles over 115,00 Directors Station Training Center
E TR m Getting started with DirectorsStation
[T} all Searches Total - Number OF Searches over 20,000 Populating My DirectorsStation Dashboard
b T TS T e = Savina, printing, and emailing reports
EMWW = Free Balance under 0.00 Using dimensions, modes, and reset
[T] All Library Total - Total Uncollected Amount aver 75000.00 Using the calculator '
Filtering by slice option dimensions
[1) Spanish - Checkout Item over 25,000 Using lookup to go directly to a data member
Filtering and sorting data columns
Displaying titles and OPAC searches
Creating 3 chart
Creating an alert
Creating 3 query
FAQsS
=]
3
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The Dashboard is the starting point for collection analysis. The
Dashboard is divided into the following sections:

e SwiftAnalysis — A list of delivered and customized
reports

e SwiftAlerts — Notifications for data that has crossed a
set threshold

o SwiftCharts — Graphs created from reports

e SwiftHelp — A list of training films delivered to assist in
working with Director’s Station

Popout Menu Bar
Icon Description

Home — Click this icon at any time to return to your
Dashboard.

Manage My Folder — Allows you to upload, organize, and
manage your documents, reports, charts, alerts, and queries.

Help — There are currently no pre-packaged help files. Please
refer to the Director’s Station CD or this training guide for
help.

()

Log Off — Click this icon to exit Director’s Station.

N
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| B3 About SirsiDyri Flue
3 Mulimedia Trairing Films EdMenu
3 Documentation
[ L oy SwiftCharts Checkoutts by Day of Week
[F3 Public Access Analpsis Refreshed Wednesday. May 02, 2007
3 U5 Census Data 260,000.00
Site Managemenit:
Bt h e o0} —
[£3 My Folder I
ﬂ 3 About NDP 60,000,004 —
140,000.00 [
| Ca—; = Sunday
12000000 Monday
[ | Tuesdzy
Popout Menu | & | =
[ — Frid
#0,000.004 C s;ﬁay
o £0,000.00+ | ] I [ | |
ieal) e g I | = |
40,000.004
20,000.004 || [
0
Total Circulation
x
z
>
2
‘% SwiftHelp
&G 115,00 Directors Station Training Center
— Getting started with DirectorsStation
aber Of Searches over 20,000 Populating My DirectorsStation Dashboard
TP I T Saving, printing, and emailing reports
lance under 0.00 Using dimensions, modes, and reset
Jncollectad Amount over 75000.00 Using the calculator
Filtering by slice option dimensions
T over 25,000 Using lookup to go directly to 2 data member
Filtering and sorting data columns
Displaying titles and OPAC searches
Creating a chart
Creating an alert
Creating a query
s
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The Popout Menu includes the following folders or categories:

e About Directors Station — This section contains a short
introduction to the purpose of Director’s Station.

e Multimedia Training Films — View these instructional
films to learn how to use Director’s Station. These films
are also found on your Director’s Station CD.

e Help Documentation — See the Director’s Station CD
for help.

o Collection Analysis — This folder contains reports
designed to access your Unicorn data.

o Public Access Analysis — This folder contains
information about iBistro searches. In a future release, it
will also contain information about other user initiated
functions such as online renewals and access to online
databases.

e My Folder — Use this folder to organize customized
reports, alerts, links and documents.

e About NDP - The Normative Data Project is available
to all Director’s Station customers. Contact SirsiDynix
Client Care if you do not know your login.

|
April 2006 5
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Reports

Within the Popout Menu Bar, the reports are organized in three
folders.

&3 £ about Directors Station

£ Multimedia Training Films

£ Help Documentation

|E Collection Analysiz
E Start Page: Collection Analyziz
3 Libramny Administration
3 Technical Services Analysis
£ Public Services Analysis
£ Al Measures Al Modules

£ Public Access Analysis

£33 My Folder

£ about MDP

& SirsiDynix

e Technical Services Analysis — contains reports related
to the technical service activities in the library such as
acquisitions, authority, cataloging, and serials

e Public Service Analysis — contains reports related to
circulation activities in a library such as bills and fines,
circulation, holds and requests, materials booking,
reserves and users

o All Measure All Modules — contains reports for every
cube within Director’s Station; these reports have all
possible measurements or calculations in each report

April 2006
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Inside a Report

Dimensions

Measures

Report Name

Report Area

A report includes the following components.

Save

¥ Menu

All Checkouts Measures

&

Save As

Freview

=

Email

< ¢ 9

Export Calculatar Dimensions Mades Reset

Excluded Empty Rows and Columns

| User Library - | station Library -| | Station Login -l FY Jan Dec vl |__F¥ April March - | FY July June -
| FY Oct Sep M Hour of Day =] | Dpayof week -l ItemType M call Number M call Type ~|
ro— - - - - - -
TPltem Category 1|~ Item Category 2 |~ Home Location |~ Current Location |~ Item Price ~| Date Title Created | ~
iH d
| Date Copy Created |~ | Year Published - \ Format - | User Profile - | User Category 1 | ™ | User Category 2 |~
| user category 3 - | user category 4 -| | Usercategorys |- | User Zipcode -
»
| Measures g
N . Total  [Percent of [Checkout [Checkout| Staff | Patron [Reserve | Total [Turnowver
FA—Pptem Library - Circulstion |Circulstion | Itern | Reserve |Renewsls [Renewals [Renewals | Copies | Rate
=3 |8
=)
E All Itern Library Total 231,263 100.00% 210,631 2,046 14,325 4,260 1 376,106 0.61
f‘»), ACADEMIC 11,940 S.16% 9,116 2,042 642 139 1 110,139 0,11
DATELAND 880 0.38% gz 43 2 3,976 0.22
FOOTHILLE 27,889 12.06% 26,525 1,239 125 19,183 1.45
HYDER e, 0.26% 482 126 1,761 0.35
MAIN 148,212 64.09% 135,602 + 8,717 3,889 157,098 0.94
MOHAWK_MVS 2,391 1.03% 1,930 461 8,179 0.29
ROLL_MVE 1,368 0.59% 1,204 1e4 5,748 0.24
SANLUIS 16,064 6.95% 15,165 247 52 22,447 0.72
SOMERTON 9,816 4.24% 9,430 342 a4 21,047 0.47
UNDEFINED 1,015 0.44% 914 100 1
B WELLTON 11,080 4.79% 9,424 1,638 18 26,470 0,42
i

Report name — is seen in the left-hand corner of each
report

Dimensions — very similar to selection criteria in
WorkFlows, dimensions are used to obtain the correct
data

Measures — are numeric values that give a count, total,
average, or percentage; measures can be values drawn
from Unicorn that Director’s Station calculates for you

Dimension pool - is the box in which the dimensions
live

Report area — is the section below the data pool where
the data is calculated and arranged
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Reports

Using Reports
There are different ways to use the dimensions in a Director’s
Station report in order to obtain the information you need.

e View totals for a report or view numbers for individual
components of a report

o Filter a report in the report area
o Filter a report in the dimension pool
e Drag dimensions into the report area

The following examples use the All Checkins Measures report.

Viewing Totals
To see all hours of the day rather than a total, click on All Hour

of Day.
@l Fin =) =] = < <& )
- hieny Save Save As Preview Email Export Calculator Dimensions Modes Reset
All Checkins Measures Excluded Empty Fows and Columns

| Ttem Library 1-] | Station Library | =| | Station Login | 7| | FY Jan Dec 1- | F¥ April March 1-] | FY July June ||
| FY Oct Sep 1~ | Day of Week | | | Ttem Type 1~ | Ttem Price 1~ | Item Category 1 1~ | Ttem Category 2 |7
| Home Location -] | Current Location v | Date Title Created v | Date Copy Created - | Format -] | call Number v
I call Type 1+ | vearpublished -

| Measures 4

. Total
| Hour of Day - Checkins
all HnuF Ca 217,178
All Hour of Day

ASirsiD)ix

& -2 [F
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The dimension expands to display every hour of the day

represented.
] = cl -
8] Fwen sEe Saﬁﬂs Dr%ew Email Ert Calator Dlmea;\ons Mgas Re?et
e
All Checkins Measures Excluded Empty Rows snd Colum
| emibrary || | stationlibrary || | stationtogin  |*| |  Fvdanbec  |v| | FvapeiMarch |¥] | FYulydune |-
| Fvoctsep || | Dayofweek |-| | Item Type 171 | Item Price | -] | Item tategory 1 |-] | Item categoryz |-
‘ Home Location ] '] | Current Location ] '] | Date Tile Created ] '] | Date Copy Created ] '] | Format ] '] | Call Number ] ']
\ call Typa 1-] | vearpublished |-
‘ Measures 1-]
Total
| HourofDay |7 Chackins
x
E. All Hour of Dray Total 217,17%
'E 2 151
@a s 2
(5] 106
7 2,095
8 36,334
@ 21,142
10 22,636
11 12,727
iz 20,167
13 17,414
14 18,089
15 17,776
£ 16 17,655
2 17 9,429
/ 13 2,030
d 15 3,598

Filter a Report in the Report Area

You can filter a dimension while in the report area to see a few
particular hours of the day.

1. Click the arrow next to the dimension in the report area.

|
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2. Click All Hour of Day.

Hour of Day v fccept ® Cancel
W ol Hour of Day =

i

s

Vg

V7

=

Vo

W 10

V11

V12

W13

V14

V15 b

V16

V17

V18 -

|
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Clear the box next to All Hour of Day.
4. Click All Hour of Day.

Select the particular hours you want to view in the
report.

Hour of Day v Accept
# pll Hour of Day =
1=
s
[6&
7
4=
Vo
V10
V11
M1z
[ 13
[ 14
[115 e
[ 16
[ 17
(118 -

6. Click Accept. The report changes to reflect the selected
hours.

& Mven 7] =] = = = & )

Saue Save Az Preview Email Erport Calculator Dimensions Modes Reset

Refreshed Maonday, March 13, 2008

All Checkins Measures Excluded Empty Rows and Columns

| Item library | 7| | station Library | 7| | Station Login | 7| | FY Jan Dec 1- | FY April March | =] | FY July June | 7]
| Froctses |- | Dayofweek |-] | ItemType || |  Tembrice  |=] | ItemcCategory 1 || | Item Category2 |-
| Home Location || | curentlocation |-] | Date Titie treated || | Date Copy treated |-| | Format 1<l | callhumber -]
| call Type 1+] | vearpublished ||

[T

Total
[ Hourofpay ] Checkins

*

-

2 [A1 Hour of Day Total 217,178

= 2

jz 36,334

= ] 21,142

G 10 22,636
11 18,727
1z 20,167

?
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Filter a Report in the Dimension Pool

You can replace default dimensions in a report by clicking and
dragging a dimension from the dimension pool to the report area.

As a default, when the dimensions live in the pool, they are set to
All. You can only select one or all when the dimension lives in

] 7] = = < & )
Save Save Az Preview Ermail Export Calculator Dimenzions Maodes Rezet
All Checkins Measures Excluded Empty Rows and Selumns
|_ Item Library | N |_ Station Library |_ Station Login I L FY Jan Dec L FY April March | ~| L FY July June | M|
|L FY Oct Sep "‘ |L Day of Week |L Item Type "‘ L Item Price ||_ Item Category 1 "‘ ||_ Item Category 2 "‘
|L Home Location || |L Cturrent Location | v| Itern Type MEEEFE £ Format | & ||_ call Number | &
B
L Call Type 171 | vearpublished |-] € &l ttem Type =
' ART-PRINT
 AUDIOBOOK
L Measures f-_ [\
o Total A CASS
|L Hour of Day 1-] Chackins sy plse by
»
E O zy_SLIDE
S. all Hour of Day Total 217,178
a o " BESTSELLER
E 26,334 I
| s . BIGROOKS
S 1o 22,636 & BOOK
11 18,727  BOOK-LT
1z 20,167 ' BOOK-SP
' BOUND-PER
' CASSETTE
©co
B
|
?

In order to select more than one item type, drag the dimension
into the report area and go through the steps given for filtering a
report in the report area on page 10.
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Dragging Dimensions into the Report Area
You can customize a complex report by switching dimensions.

1. Click and drag the dimension you want to display to the
report area.

2. Position the new dimension over the existing dimension,
so that the box containing Swap appears.

= B E £ > <
3 Fmenu o Pr%ew Email Ert Calc!ator Dime_?;ions Mges Re?et
All Checkins Measures Excluded Empty Rows and Columns
| ttem tibrary 7] || Stationtibrary =] | Station tegin 7| | FYdanDec 7| | Frapridacch 7| | Fvulyune |7
| FY Octsep |7 | Item Type 1= | Item Price 1+] | ttemcategory1 |v] | 1tem categoryz | -]
| Home location |*| | cuwentlocation || | Date nidle created |*| | Date Copy treated |v] | Format 1=l | callnumber |-
| CallType  |=| | vearPublished | -]
| Measures 1+l
Total
checkins
b3
E- 217,178
h
‘E 26,334
@ 21,142
@ 10 22,636
11 18,727
1z 20,167
i
?

|
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3. Release the new dimension. It will replace the existing
dimension in the report area, and the old dimension is
moved back to the dimension pool.

H [+ = = ¥ <& )

Save Save A3 Preview Email Export Calculator Cimensions Modes Reset

All Checkins Measures

Excluded Empty Rows and Columns

| memubrary  |+] | stationubrary || |  stationtogin || | FY Jan Dec 15| | Fraprimach |- | Fvauyiune |-
| FY Oct Sep -1 ] HourofDay || | Item Type T ] Item Price 1-] | ttemcategory1 |*| | Item categorvz |-
| Home Location || | curentiocation || | DateTitecreated || | pate copy treated |+] | Format T ] call Number | 7]
| I |

]

call Type Year Published | ¥|

| Measures -
Total
[ payorwee ] [EOEhs

All Day of weaek 217,178

&SirsiDynix

=3

4. Click the new dimension’s down arrow.

& B en 3] & = [ k2 & )

Saue Save Az Preuiew Email Export Calculatar Dimenzions Modes Reset

All Checkins Measures Excluded Empty Rows and Columns

| ttemubrary |v] | statonubray |v| |  stationlogin  |v| | FvlanDec  |v| | Fvaprlmarch || | Fvoulydune |7
‘ Froctsep  |v| |  HourofDay  |v| | Item Type T | Item price | *| | ItemCategory1 |v| | Item category2 | 7|
| Homelocation |v| | cumentlocation |~| | Date Tite created |v| | Date copy Created | 7| | Format 1-] | caltnumber -]
\ call Type 1=] | vearpublished |-

[ easures T
Total
‘ Day of Week | 7| Checkins
O : E £

M &l Day of Week
W sunday
W Monday
W Tuesday
¥ vednesday
W Thursday
W Friday
W Saturday

£5SirsiDynix

==

|
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5. Make changes to the check boxes that are selected.

=]

Preview

All Checkins Measures

Ttem Library Station Library

=4

Ernail

Calculator

<

Dimensions

Esxport

Encluded Empty Rows and Columns

Station Login F¥ Jan Dec Y April March -] | FYlulydune |-

FY Oct Sep Hour of Day

Item Type Item Price 1-1 ‘ Ttem Category 1 | =] ‘ Ttem Category 2 | ~|

[
[
Home Location Current Location ‘

\
T |
Date Title Created |~ | 1+l | calnumber |-

Date Copy Created | =] | Format

‘ B | T
‘ B | T
‘ B | T
\ call Type 1=] | vearpublished ||

GSirsiDynix

(&~ D

—cT—

Total
Checkins

Day of Week -

& All Day of Wesk
W Sunday
[ Manday
[ Tuesday
[ wednesday
[ Thursday
[ Friday
W saturday

Click Accept. The new report appears.

All Checkins Measures

]

Ttem Library Station Library

Calculator

—:a

Cimensions

Export

4

Mades

2

Reset

Encluded Empty Rows and Celumns

Station Login | FY Jan Dec | v April March | F¥ uly June

]

FY Oct Sep Hour of Day

Item Type 1 Item Price Item Category 2

|
|
Home Location Current Location |

[ | =l ] Il
5 1] | remcategory 15| | 1]
Date Title created || | Date copy created | -] | Format 1+l | callvumber  |-]

| H | 1]
| | 1]
| = | 1]
| = | 1]

call Type Year Published

&3SirsiDynix

& 2 [1

| Measures -]

Total
Checkins

522
27,396

| payofweek |7

Sunday
Saturday

16
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Reports

Reports Toolbar

When working within a report, a toolbar displays that may be
used to manage your customized report.

Icon

Save

S

Sawve A=

Preview

=

Ermail

Enport

Calculator

%

Cimensions

Description

Save — Allows you to save the report to My Folder
and/or your Dashboard.

Save As — Allows you to save the report to My Folder
and/or your Dashboard.

Preview — Allows you to see a print preview of the
report, change attributes such as paper size and layout,
and print the report.

Email — Allows you to e-mail a report link to another
user.

Export — Allows you to export or download the data
currently being viewed as a Comma Separated Value
(.csv) file. This file format may be opened in various
spreadsheet and database applications.

Calculator — Allows you to create new measures on-
the-fly to provide additional information in a report
view.

Dimensions — Allows you to add or remove
dimensions from the available list in the Slice Options
area.

Modes — Allows you to change global attributes to the
report view.

Reset — Allows you to discard all changes and reset the
report to its original state.

April 2006
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Charts

Charts give the user the ability visually analyze the data
contained in reports. The user can highlight individual
dimensions and measures to use within the chart.

Creating Charts

Charts are created based on the data in a report.

To create a chart
1. Click to open an existing report.

& e 5] & = = k2 ¢ )

Saue Sauve Ac Preuvieuy Ermail Export Calculator Dimenzions Modes Reset

shed Manday, March 13,

All Checkins Measures Excluded Empty Rows and Columns

| | | | | 1
|L Item Library - | Station Library |~ |._ Station Login - |._ FY Jan Dec - |._ FY April March - |._ FY July June -
11 11 11 11 11 1
|L FY Oct Sep - |L Hour of Day - |._ Item Type - |._ Item Price - |._ Item Category 1 |~ |._ Item Category 2 | ¥
11 11 11 11 11 1
|L Home Location |~ |L Current Location |._ Date Title Created | ¥ |._ Date Copy Created | ¥ |._ Format - |._ call Number -
11 11
L call Type *| | vearpublished |~
1
T
- Total
|L Day of Week P Checkins
£
3. Sunday 532
il Manday 27,405
@ Tuesday 52,028
Gl wednesday et
Thursday 35,792
Friday 31,516
Saturday 27,396

€ 2 [
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2.

Highlight data cells by positioning your cursor at the
upper left corner of the first cell and dragging it to the
lower right corner of the last:

Save

a3

E—\ Menu

=]

Preview

5]

Save Az

=y

Ermail

=i

Cimensions

EHport

4

Maodes

9

Calculator Feset

All Checkins Measures

Item Library

All Checkins Measures Excluded Empty Rows and Columns
| Temibrary || | statonlbrary |-| | Stationlogin  |-| | FvJanbec  |-] | FvaprlMarch |-| | Fvlulydune |-
| Fvoctsep  |v| |  HourofDay || | Ttem Type 1= | Ttem Price  |7] | Ttem Category 1 |v] | Ttem Categoryz 7]
| Home tocation || | cumentiocation |+] | Datemidle created |v] | Date copy created |+] | Format 1-1 | calnumber -]
| calliype  |7| | vearpublished | <]
| Measures _']
Total
| payof week -] checkins
< I
2 Sunday 532
"E Monday 27,405
@A Tuesday 52,028
Gl wednesday 42,508
Thursday 35,792
Friday 31,516
Saturday 27,2596
|
d
& = B T d <
& Fluen Siue & Pr%ew Ernsil Ert Calculatar D\mer\_a;ions Mges Re?et

Save A3

Station Library

Station Login F¥ Jan Dec | Fviulyiune |-

FY Oct Sep

Hour of Day

¥ Item Price

Item Type Item Category 2 | =)

Home Location A

Current Location

Date Tide Created

= |
= |
1+] | pate copy reated || | | call number |+

| ]
| ]
| ]
| I

Call Type

i Il
i Il
| | Il
] | 15

Year Published

| payofweek ||

sunday
Monday
Tuesday

&SirsiDynix

Wednesday
Thursday
Friday
Saturday

@ [

——

Total
Checkins

532
27,405
52,028
42,509
35,792
21,516

27.396[%

20
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3. When you release the mouse, a menu will appear:

altn g & o 7 ¢ ©
Eny Save Save Az Preview Ermail Erport Calculator Dimensions Modes Rezet
All Checkins Measures Encluded Empty Rows and Celumns
| Item Library T~ | station Library T~ | station Login |17 | FY Jan Dec T~ |___FY April March T~ | FY July June T~
| FY Oct Sep - | Hour of Day - | Item Type - | Item Price - |__Item tategory 1 - |_Item tategory 2 -
| Home Lacation - |_current Location - |,_pate Tide treated - |._Date copy Created - | Format - | call Number -
| call Type - | ¥ear published -
| Measures 1~
. Total
| Day of Week M Checkins
2
| =
> Sunday 532
a
i Monday 27,405
?- Tuesday 52,028
G wednesday 42,509
Thursday 35,792
Friday 31,516
Saturday 27,396
F~
M| create an Alert
]| Chart Selection
a

4. Click on the Chart Selection option to put the data you
have selected into chart form. Charts can only be saved
to My Folder or My SwiftView or they can be emailed.
Charts cannot be downloaded or printed.

/3 swiftChart - Microsoft Internet Explorer (O] x|
Bl Menu &ll Checkins Measures
Refreshed honday, March 13, 2006

55,000.00 -
50,000.00 -
45,000.00 N
40,000.00
35,000,004 ] | = 51”02‘3.":.‘;
30,0000 — || | | e/
25,000,001 ] || ] 'I};:lalr:\fay
20,000,001 | ] | Saturday
15,000.00 4 ] ] ]
10,000.00 ] ] ]

5,000,004 ] ] |

000 P T
Total Checkins
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Automatic Alerts

When you view a report, you may find that a single measure is
very important, and should therefore be flagged for alert
analysis. Alerts allow you to determine whether you have gone
over or under a threshold value. Alerts are saved only to your
SwiftView Dashboard and not to any public folders.

Creating automatic alerts

Alerts are created in the same way as charts.

To create an alert

1. Click on a cell to highlight it. After highlighting the
cells, the Select menu appears:

- -
altm = 5 = ] ¢ o
2Nl Save Save As Prewiew Email Enport Calculator Dimenzions Modes Reset
All Acquisitions Measures Excluded Empty Rows and Columnz
‘ Account Number |~ ‘ Fund Laval 1 4 ‘ Fund Laval 2 4 ‘ Fund Leval 3 4 ‘ Fund Lavel 4 4 ‘ Fiscal Cycle -
‘ FundCyc Library 4 ‘ call Number 4 ‘ call Type 4 ‘ Ttem Category 1 | ™ ‘ Ttem Category 2 | ™ ‘ Home Location -
‘ ItemType 4 ‘ Library 4 ‘ Title Catalog Format |~ ‘ Vendor 4 Vendor Group 1 4 Vendor Group 2 -
‘ vendor Group 3 4 ‘ Date Paid 4 ‘ Date Ordered 4 ‘ Order Type 4
| Measuras -
i Amount | Amount Amount |Fundings | Coples |Copies | Copies [Copies [V
‘ Fund - amount Budgeted b0 E oo | Tnuoiced | S3sh Balanee Free Balance Paid Paid  |ordered [Funded |Received | Paid |Of
sl |
E
e
% ADULT 639,496,000  1,161,50 237,18 639,258.63 637,859, = 37,37 76,54 209 1,985 4z 102
-
a ADULTFIC 124,444,00 .on 0.00 124,444.00 124,444,/
& ARCH S04,624,00 20,00 105,25 504,474,00 504,238, m Creale an Alert 1g 5 1
ART 5,010,00 350,15 0,00 5,010,00 4,659, ]| Chari Selestion 57
ARTHIST o0 .00 0.00 .00 . 1
A 250,445,00 1,830,40 268,05 349,677.00 347,478, List Funded Titles 491 7
BIGBUDGET 200,514,444,00 .00 0,00  200,514,444,00  200.514.444,00
22 0] £00,101,00 453,99 99,75 599,861.00 599,261.26 240,00 240,00 £5 a1 21 2
BOOK £44,230,00 6,188,023 3,112,77 £42,341.86 £33,041.06 1,888.14 1,287.36 1,910 26,999 780 s0
BOOK 230,00 .00 0,00 230,00 230,00 0,00 1 1
CATHY 1,014,999,999,99 175,590 0,00 1,014,399,876.59 1,014,999,700.63  123.40 98.45 11 11 3 7
CHAMELEGN -1.00 .00 0.00 -1.00 -1.00
| CHEMBOOK .00 .00 -500,00 .00 500,00
a2 CHERYL'S 1,000, 00 220,20 0.00 1,000.00 779,80 0.00 2 2
3 COMM 1,189,993,399, 80 213.00 0,00 1,189,999,999.80 1,189,999,786.80 0.o0 = 3 z
G;? CONSULTING 47.645,00 8,75 0,00 47.645,00 47 636,25 0,00 1 1 _ILI
CURRENTZ 4 | R
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3. Click Create an Alert.

v Accept X Cancel

Alert Mame:
|ﬁ«DULT - Free Balance owver 637,859,95

Save in Folder: &dd to SwiftLinks:
IM'_-,-' Folder j Yes j

Trigger an Alert when:
|apuLT

|Free Balance

arefover x| | 637,859.95
4.  Change the Alert Name.
5. Use the drop-down arrow to change over/under.
6. Change the amount.
7. Click Accept. The Alert will appear on your

Dashboard. The alert will also appear in the Alert
section of your dashboard and will appear red when the
threshold has been met or if it has been exceeded.

Note The alerts must be saved to SwiftLinks and My
Folder in order for them to appear on the dashboard.

|
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My Folder

You can upload, organize, and manage documents and reports
from Manage My Folder in Director’s Station. My Folder is a
personal folder that no other person can access without your
username and password. All of your information regarding
reports and alerts are saved here, as well as other possible links.

By default Manage My Folder contains a My Folder folder and
an Email subfolder.

Manage My Folder

Adding Items

To add a new item to My Folder

1. Click the Manage My Folder icon in the lower left
corner of the window. The Manage My Folder window
appears:

<} Manage My Folder -Microsoft Internet Explorer - 0] x|

To create an itern, click on the "Add 3 ty Falder
[tern” button. To edit or delete an
itern, select the iterm and click Edit
or Delete.

add Item

Edit

Delete

Close
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2. Click Add Item. The following window appears:

<} Add Item - Microsoft Internet Explorer - 0] x|

Links | Folders | Documents |

Marne:
In Folder;
IMﬁ,r Folder *I

[T Local Link
LIRL:

Description:

Save

Close

3. Choose a tab to begin adding items.
o Links— Add internal and external hypertext links
e Folders — Add subfolders for organizing reports

o Documents — Add any type of document

Note In addition, you can add items by saving a report,
chart, query, or alert to My Folder.

To add a new link to My Folder
1. From Add Item, click the Links tab.
2.  Enter a Name for the link.

3. For In Folder, select the folder or subfolder where the
link will be stored.

4. Indicate whether the link is a Local Link or a web link.
5. Enter the URL for the link.

6. Add a Description if desired.

7.  Click Save.

|
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To add a new folder to My Folder
1. From Add Item, click the Folders tab.
2. Enter a Name for the folder.

3. For In Folder, select the folder or subfolder where the
folder will be stored.

4. Indicate whether the item will Allow Anonymous
access.

4., Click Save.

To add a new document to My Folder
1. From Add Item, click the Documents tab.
2. Enter a Title for the Document.

3. For In Folder, select the folder or subfolder where the
document will be stored.

4.  Select the document Type, such as Excel, Word,
PowerPoint, or Other. Any type of file can be selected.
The type indicates what icon will be used on the menu.
The icon is displayed next to the type when a type is
selected. If you set the type for a Word document to an
Excel spreadsheet, the document will still open
correctly; it will simply have an Excel icon on the
menu.

5. Locate the File. Use the Browse button to select a file
on your local machine.

Note When uploading documents it is easiest to start by
selecting the File since other fields will auto-
populate based on the file information. To fill this
field, type the path and file name or browse to the
file you wish to upload. The Title and Type will then
auto-populate.

6. Add a Description, if desired.
7. Click Save.
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Editing Items

When editing links it is important to know that all of the menu
items are considered to be "links™ once created in the menu and
thus are all edited in the same way. The link information is
displayed and can be changed. As a general rule you should not
edit the URL for any items. Editing these URLs will likely cause
the link to stop working. Changing the type of link has no effect
other than changing the icon displayed.

1. Click the Manage My Folder icon.
2. Click My Folder to display the items that may be

edited.

3. Select one of the items. The properties display in the
white space.

4. Click Edit, and make the desired changes.
Click Save.

Deleting Items
1. Click the Manage My Folder icon.

2. Click My Folder to display the items that may be
deleted.

3. Select one of the items. The properties display in the
white space.

4, Click Delete
Click OK to confirm.

Note Deleting a subfolder will automatically delete all the
links within this folder.

Removing Items from the Dashboard

Links within the SwiftAnalysis panel may also be removed by
clicking Remove to the right of a highlighted report, chart, alert
or query on the Dashboard.

Note Removing a link from the SwiftAnalysis panel on
your Dashboard does not remove the report, chart,
alert, or query from My Folder.
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Storing ltems

My Folder data can grow quickly and become unmanageable.
You should use the Add Item, Folders option to develop a plan
for storing your links, reports, charts, alerts and documents.

O i i I menu
$SirsiDynix
‘G Manage My Folder - Microsoft 1o |
Swiftlinks Holds Currently &vailable
= My Folder |E D Releln Refrashed Tuesday, April 12, 2006
| 9 My Proie
[ &l dcquisit reference U=
[ all authent (5] Holds by day of week frr 2005 4
I?T Al Bill Meas B Emails /3 Add Item - Microsoft Internet Explorer =]
[ Al Bocking B cataloging Links Felders | Documents |
B &l Catalog £ Acquistions
[ &l Charge: MNarme:
[B &l Circulati | Add It I
; [ all Hold M2 f Edit In Falder:
e All Reques| My Folder 'l
= Delete
o I = 7 Allow Anonymous
?E SwiftHelp f E—
&G Directaors Gtz
Creating =
How to filt
How to us .
How to us ( Close
shout swi S
How 0 Ccreame g ot
How to create a gquery [#] which 10 All Ttem’
How to create an alert
How to reset a repart
How to calculate averages
How to calculate percentages
How to group multiple elerments
How to email reports or charts Close

Howr to save reports or charts
How to orint renorts or chart:

Gy -3 [T

My Profile

Use My Profile to change your e-mail address or password.

Al
% My Profile

First Mame: Last Mame:

|Librar]r |DirE|:t|:-r
E-Mail Address:

rihange Password {optional)
Mew Password:

Affirm Password:

Save Cancal

ERSirsiDynix
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